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Receive, issue, track and recover company equipment, from a
new joiner’s laptop to aleaver’s clearance.

WHO IT'S FOR COVERS
Asset custodians and IT oradmin store Assetregister, receiving, issuing,
staff returns, repairs, requests, audits, exit

recovery, recovery claims, reports
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About this guide

This guide is for the asset custodian: the person who looks after a store of company equipment — laptops,
phones, monitors, chairs, toolkits, vehicles and pooled items such as headsets.

HR4ON keeps arecord of every asset from the day it arrives untilitis retired: who holds it, where it is, its
condition, its service history and its value. Employees confirm what they receive, and leavers cannot be cleared
untiltheirequipmentis back orthe gap is settled.

Everything here works on a phone too, including scanning an asset tag with the camera.

What you candoin HR4ON Before you start
e Findany assetbytag, serial orscan, and seeits e OpenHR4ON inaweb browseronyourlaptop,
full custody history oronyour phone. Onaphone youcanadditto
e Receive new deliveriesinto a store and print yourhome screen and useitlike an app.
assetlabels e Signin with yourusername or work email and
e |ssue assetsto employees and follow their your password. Use Acceptaninvitation the
acknowledgement firsttime, or Can'tsignin? if youarelocked
e Receivereturns, including partial returns with out.
missing accessories e Whatyou see dependsonyourrole. If amenu
e Send assets forrepairor service and bring orbuttonin this guide is missing for you, ask
themback your HR administrator.

e Fulfilassetrequests, including those raised
automatically by onboarding

e Count astore with a physical audit

e (Clearaleaver'sassettaskandrecordlossor
damage forrecovery

e Runassetreports

G Aredoutlineina screenshot shows where to Button Words shown like this are labels you will see
click orlook. onscreen.

The screenshots use the HR4AON demonstration company, so the names, numbers and dates are examples. Screenshots were
taken as Farhan Ali, asset custodian for the Alpha Demo stores in Hyderabad and Chennai.
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OT Your assets workspace

Open Assets inthe People section of the menu. The overview tells you what needs doing today.
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m The overview

Start each day here. It shows stock at a glance and every item waiting for you.

WHAT YOU SEE

partial returns.

e Openrequests :assetrequestswaiting to be fulfilled.

e Service due andrepairs : maintenance thatis due, overdue or at avendor.

e Exceptions :discrepancies such as a missing charger.

e Expiringsoon :warranties, licence renewals and lease returns coming up.

HOW TO DO IT
1 Select Assets inthe menu.

The top row counts assets thatare Available , Assigned ,waiting Toacknowledge , Intransit and Inrepair .

Pending handovers :issues notyetacknowledged, returns declared by employees, transfersin transit and

2 Usethetabsacrossthetop( Register , Handovers , Requests , Stock , Maintenance , Audits , Finance ,
Licences , Reports , Setup )tomove around.

3 Use Receive and lIssue atthetoprightforthe twomostcommonjobs.

ctrl K
Requests Stock
Assigned

12

1

Intransit

‘YON Q  Searchpages and features
Home
Assets ©
Approvals
My workspace Available
© 13 @
= Myrequests
)i Myattendance £ Pendinghandovers
) My profile
. 1 [}

Family & bank Toacknowledge Returns declared

) My job history lacknowledgement overdue. Recipients are reminded daily

My leave

/*  Service due andrepairs
7 Myonboarding
AST-ALPHA-00030 - Preventive

My payslips . ~

DemoFleet Leasing - due 31 Oct 2

My documenty AST-ALPHA-00006 - Warranty
Demo Service Centre - due 17 Oct 2026

My Shifts & Holidays

Documents & pa
L f@ Expiringsoon

My performance

Warranty - Demo ProBook 14
My timesheet ST-ALPHA-0C008 - 11 Nov 2026

My benefits Leasereturn. Demoe-Van
AST-ALPHA-00030- 06 Dec 2026
2 Mvassets

Warranty - Demo AirBook 13

AST-ALPHA-00007 - 22 Dec 2026
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@@ AlphaDemo Q @

= | R issue Receive

Maintenance Audits Finance Licences Reports Setup
Toacknowledge Intransit Inrepair
Y 1 & 1
Open £ Openrequests Allrequests
" ::)lvya Pillai » R
eadsets (poolec
Partial retumns
Maintenance 4\ Exceptions Discrepancies
i Missing Accessory - Manish Yadav
Charger of AST-ALPHA-00012 not returned (DEMQ-MQV-00021).
b At Vendor
Report
Licence renewal - Demo Design Studio (3 seats)
9 days TEEREE AR - 24days
ICENCE - 26 Nov 2026
Warranty - Demo ProBook 14
34days = 50days
AST-ALPHA-00011 - 22 Dec 2026
50 days
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ON YOUR PHONE

The overview on a phone. Assets v ©

Available signed

13 12

To acknowledge Intransit

2 q

Inrepair

@ 1
X Pending handovers

1 0

Toacknowledge Retums declared

1 1

Intransit Partial returns

1acknowledgement overdue. Recipients are reminded
daily.

2 Openrequests Allrequests

Divya Pillai

Headsets (pooled)

© Approved

/2 Service due andrepairs Maintenance

AST-ALPHA-00030 - Preventive G
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02 The asset register

Theregisteris the masterlist of every tagged assetin your stores.

m Find an asset

Use theregisterto find an asset by tag, serial, model or holder, or to list everything in a given state.

WHAT YOU SEE

e Counttabs: All , Available , Assigned , Toacknowledge , Intransit , Inrepair ; More has Quarantined |,

Missing , Disputed , Pendingdisposal and Disposed .

e CUSTODIAN /LOCATION :the employee holding the asset, or the store orvendorwhereiitis.

e Condition : New , Good , Fair , Poor , Damaged or Notworking .

e Warrantyend helpsyou planrepairs andreplacements.

HOW TO DO IT

1. Openthe Register tab.
2 Typeatag,serialornameinthe search box, orselect a count tab.

3 Use Filters forbranch, class, condition, ownership or custodian.

4 Selectarowtoopenthe asset.

TIP

e Export downloadsthelistasaspreadsheet. Importandtemplates

(o]} Q searchpage

Home

Approvals

My workspace

= Myrequests

AssetRegister ©

All

nd features

i E
Available

ctrl K

Requests  Stock

Assigned

Maintenance Audits
1
E 1
acknowledge

@ My attendance Q Searchtag, serial, name, holder oriny B Anydate

) My profile

Family & bank

My job history

My leave

7\ My onboarding

My payslips

My documents

My Shifts & Holidays
Documents & pay
My performance

My timesheet

My benefits

2 Mvassets
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Asset tag

AST-ALPHA-00001

AST-ALPHA-00002

AST-ALPHA-00003

AST-ALPHA-00004

AST-ALPHA-00005

AST-ALPHA-00006

AST-ALPHA-00007

AST-ALPHA-00008

AST-ALPHA-00009

AST-ALPHA-00010

AST-ALPHA-00011

AST-ALPHA-00012

CATEGORY / MODEL

Laptops -

Laptops

Laptops

Laptops

Laptops

Laptops -

Laptops

Laptops

Laptops

Laptops

Laptops

Laptops

Demo AirBook 13

Demo ProBook 14

Demo ProBook 14

Demo AirBook 13

Demo ProBook 14

Demo ProBook 14

Demo AirBook 13

-DemoProBook 14

Demo ProBook 14

Demo AirBook 13

Demo ProBook 14

DemoProBook 14

CUSTODIAN / LOCATION
Priya Sharma

Aditya Gupta
KavyaRao
ZaraKhan

In transit

Atvendor
Hyderabad IT store
Hyderabad IT store
Hyderabad IT store
Ishita Bose

Karthik Subramanian

Chennaibranchstore

loads opening stock in bulk.

Finance Licences

1

Intransit

Condition

Good

Good

Good

Good

Good

Not Working

Damaged

Good

Good

Good

Good

Good

@@ AlphaDemo @ e

S 8l<

Reports  Setup

1

Inrepair

Status
@ Assigned
X Toacknowiedge
@ Assigned
@ Assigned
© Intransit
£ InMaintenance
@ Quarantined
@ Available
© Available
@ Assigned
& Assigned

© Available

® @ Receive

) l

More

@ Columns

Warranty end

22Jun2028

22 Mar 2029

22Dec2028

22 Sept 2027

22Jun2028

22 Mar 2028

22 Dec 2026

11 Nov2026

22 Jun2027

22 Mar2026

22 Dec2026

22 Sept 2026
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€X) Scananassettag

Every asset has alabel witha QR code and barcode. Scanit to open the asset straight away.

HOW TO DO IT
1. Ontheregister(orthe Assets overview), select Scan (the scanicon atthe topright).

2 Point the phone camera at the label, oruse a handheld scanner, or type the tag.
3 HR4ON opensthe asset.
TIP

e Camerascanning works in Chrome on Android and onrecent Macs. On other devices use a handheld scanner or
type the tag.

(o] ] Q Searchpagi

ctrl K @ AlphaDemo @ e

Overview Handovers Requests Stock Maintenance Audits Finance Licences Reports Setup

Home

Asset Register ©

Approvals

My workspace 1
13 & 12 g L o 1 s 1 — .
Available Assigned Vs Intransit In repair
My requests Sonoweces
My attendance |, name, holder oriny = Filters B Any date [ Columns
My prOﬂIe Asset tag CATEGORY / MODEL CUSTODIAN / LOCATION Condition Status Warranty end
Eairlyy i Bank AST-ALPHA-00001  Laptops - Demo AirBook 13 Priya Sharma Good & Assigned 22Jun2028
My job hist
LA AST-ALPHA-00002  Laptops - DemoProBook14 Aditya Gupta Good X Toacknowledge 22 Mar2029

My leave

AST-ALPHA-00003 Laptops - Demo ProBook 14 KavyaRao Good @ Assigned 22Dec 2028
My onboarding

AST-ALPHA-00004 Laptops - Demo AirBook 13 ZaraKhan Good @ Assigned 22 Sept 2027
My payslips

AST-ALPHA-00005 Laptops - Demo ProBook 14 Intransit Good b In transit 22Jun2028
My documents

AST-ALPHA-00006 Laptops - Demo ProBook 14 Atvendor Not Working &£ InMaintenance 22 Mar2028
My Shifts & Holidays

AST-ALPHA-00007 Laptops - Demo AirBook 13 Hyderabad IT store Damaged © Quarantined 22Dec2026
Documents & pay

AST-ALPHA-00008 Laptops - Demo ProBook 14 Hyderabad IT store Good @ Available 11 Nov2026
My performance

AST-ALPHA-00009 Laptops - Demo ProBook 14 Hyderabad IT store Good @ Avallable 22 Jun2027
My timesheet

AST-ALPHA-00010 Laptops - Demo AirBook 13 Ishita Bose Good @ Assigned 22 Mar 2026
My benefits
- AST-ALPHA-00011 Laptops - Demo ProBook 14 Karthik Subramanian Good & Assigned 22Dec 2026

v assets
AST-ALPHA-00012 Laptops - Demo ProBook 14 Chennaibranch store Good @ Available 22 Sept 2026
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Open an asset

The asset page shows everything about one item: holder, serial, condition, store, ownership, warranty and net
bookvalue, withits full history.
WHAT YOU SEE
e Custody :everyreceipt,issue, transferand return, with acknowledgement times and the kit that went withiit.
e Service :repairsand preventive maintenance.
¢ Financial : cost, depreciationandnetbookvalue.
e Documents :invoices, photos and certificates.
e Details : manufacturer, vendor, purchase, warranty, AMC and lease details.
e Kit (right): accessoriesthat belongwiththe asset, such as achargerandbag, and whethereachiswiththe
asset ormissing.
HOW TO DO IT
1. Openthe assetfromtheregister or by scanning.
2 Usethemainbuttonforthe nextstep( Issue , Receive Return andsoon).

3 Open Moreactions foreverything else.

‘7'°N Q  Searchpages and features ¢trl K & Alpha Demo Q @

Home DEMO AIRBOOK 13 - ALPHA DEMO

Approvals < AST-ALPHA-00001 ¢ ssigned 5 < e

Overview Handovers ~ Requests ~ Stock  Maintenance  Audits  Finance  Licences  Reports  Setup

My workspace
HOLDER PriyaSharma catecory Laptops-Demo AirBook13  seriaL DEMO-LAPTOP-1001 cownoifion Good  sTore HyderabadITstore  ownersHiP Owned
= Myrequests WARRANTY END 22 Jun2028 nNETBOOKVALUE ¥57,244.44
)i My attendance
{] Service 0 Financial Documents 0 Details 22 label ®
) My profile
Family & bank S Custody andlocation history
© Myjob history © Completed
My leave
Demo opening/receipt
My onboarding
Issue - Hyderabad IT store to Priya Sharma @ Acknowledged
i DEMO-MOV-00013 -17 Sept 2025, 3:43 pm - acknowledged 17 Sept 2025, 5:43pm
persies Kit:Gharger; Laptop bag ‘”H“""UI || | | | | |H||||H|‘|
fiydocuments AST-ALPHA-00001
My Shifts & Holidays
& Kit
Documents & pay
My performance Charger Withasset
Laptopbag Withasset

My timesheet

& Mybenefits

2 Mvassets
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ON YOUR PHONE

DEMO AIRBOOK 13 - ALPHA DEMO

The same screen on aphone. Menus collapse into the bottom barand AST-ALPHA-

< 00001
the button @ Assigned

HOLDER Priya Sharma

CATEGORY Laptops - Demo AirBook 13

SErIAL DEMO-LAPTOP-1001  conpiTion Good
sTORE HyderabadITstore ownersHIP Owned
WARRANTY END 22 Jun 2028

NETBOOK VALUE ¥57,244.44

Custody 2 Service 0 Financial Documents

S Custody and location history

Receipt - New to Hyderabad ITstore ~ © Completed
DEMO-MOV-00001 - 22 Ju r

Kit: Charger, Laptop bag

Demo opening/receipt

Issue - Hyderabad IT store to Priya Sharma
25,3:43 pm - acknow

© Acknowledged

2 Label ©

— e p—

© Receive Return

@ i

Home Attendance
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m More actions on an asset

The Moreactions menu holds every other change you can make to an asset. What you see depends onits state.

WHAT YOU SEE

Transfer to another employee or Transfer to anotherstore .

Assign to shared location : for things like a meeting-room screen.

Inspect :recordits condition now.

Maintenance orrepair : send it for service.

Reportloss ordamage : start aloss, damage or theft case.

Retire / dispose :request disposal at the end of itslife.

Add document orphoto and Print label.

70N

Home

Approvals

My workspace
= Myrequests
i My attendance
) My profile
Family & bank
My job history
My leave
My onboarding
My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2. Mvassets

Q searct

ctrl K

DEMO PROBOCK 14 - ALPHA DEMO

< AST-ALPHA-00009 © Aweiasie

Overview Handovers Requests Stock Maintenance Audits Finance

HOLDER HyderabadITstore catecory Laptops - DemoProBook14  seriai DEMO-LAPTOP-1009  conpition Good

OwNERsHIP Owned  WARRANTY END 22Jun2027  NETBOOK VALUE ¥20,366.67

Custody 1 Service 0 Financial Documents 0 Details

S Custody and location history

Receipt - New toHyderabad [Tstore
DEM 00 102024, 3:39 prn

Laptopbag
Demo opening/receipt
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Licences

©® Completed

8ll<s||B~Z

@

@& Alpha Demo @ @

Transfer to another store

Assign to shared location

Maintenance or repair

Report loss ordamage

Add document or photo

Retire / dispose

LI

& Kit

Charger
Laptopbag

i

AST-ALPHA-00009

il

Withasset
Withasset
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03 Receiving new stock

When a delivery arrives, receive itinto a store. HR4ON creates one tagged asset perunit and prints the

labels.

Receive adelivery

Record what arrived, fromwhom, at what cost, and into which store.

HOW TO DO IT
1 Select Receive (toprightof Assets).

Purchase , Openingstock , Lease , Rental

Quantity , any units Rejected oninspection |,

2 Under Delivery choosethe Receivingstore andthe Source :
or Customer supplied .
3) Enterthe Vendor , Invoice number , Invoicedate , POnumber and Receivedon date.
4 Foreachlinechoosethe Category and Model ,thenenterthe
the Unitcost , Condition and Warranty (months) .
5 Use AddLine formoreitemsonthe sameinvoice.
6 Select Receive .

GOOD TO KNOW

e Serialiseditems such as laptops and phones need a serial number for each unit before they can be issued.

If aninvoice arrives in parts, tick that it was already received in part so HR4ON records anotherreceipt againstiit.

hON O Subrefipages andtasizes cir1 K @ AphaDemo 12 @
Home ASSETS
D Aoprovais < Receive Assets ©
Overview Handovers Requests Stock Maintenance Audits Finance Licences Reports Setup
My workspace
@ Delivery
= Myrequests
i My attendance ﬁeceiving store* ) Source* Vendor
Hyderabad T store - North Branch N Purchase ™
) My profile
Invoice number Invoice date PO number
Family & bank
02-11-2026 a
© Myjob history
Receivedon*
R 02-11-2026 o
¢ Myonboarding
My payslips Linel
My documents Category * Model Quantity * Rejected oninspection
My Shifts & Holidays Choose v | | Notset v °
Documents & pay Unit cost Condition Warranty (months) Description
New bd Defaults to themodel

My performance

My timesheet

+ Addline

Notes Optiona

My benefits

2 Mvas:
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m Printlabels

Afterreceiving, print alabel for each new asset and stick it on before the itemleaves the store.

HOW TO DO IT
1 After Receive ,select PrintLabels .

2 Printthe PDF onlabel paper.

3 Select Receive Another forthe nextdelivery, or OpenRegister tosee the new assets.

TIP

e Youcanreprint asingle label from the asset page with Print .

GOOD TO KNOW

e Eachlabelhasa QR code and abarcode of the asset tag, soit can be scanned duringissues, returns and audits.

/ (o] ] Q searchpagesa

ctrl K

Home DEMO PROBOCK 14 - ALPHA DEMO

Approvals < |AST-ALPHA-00009| © Available
Overview Handovers ~ Requests  Stock

My workspace

JZ  Myrequests

}i My attendance

) My profile
Family & bank
My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

@ Mybenefits

2 Mvassets

Every asset showsits tag andlabel onthe asset page.
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HoLDER HyderabadITstore carecory Laptops - DemoProBook14  seria DEMO-LAPTOP-1009

OwNERsHIP Owned  WARRANTY END 22Jun2027  NETBOOK VALUE ¥20,366.67

@& Alpha Demo @ @

Reports Setup

store Hyderabad IT store

2 (Label) ©
BEar

O
|V

AST-ALPHA-00009

il

& Kit
Charger Withasset
Laptopbag Withasset
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m Pooled stock and consumables

Someitems are tracked by quantity rather than one by one: pooleditems such as headsets, and consumables
such as batteries.
WHAT YOU SEE
e Balances : how many are on handin each store and how many are with staff.
e Issuedtoemployees :who has pooleditems, soyou cangetthem back.
HOW TO DO IT
1, Openthe Stock tab.
2 Chooseastore,orleave Anystore .

3 Usetherowactionsto Issue , Return , Transfertoanotherstore or Adjustcount .

‘-"ON Q  Searchpages and features ¢trl K & Alpha Demo Q @

Home

Pooled Stock © (=]

Approvals
Overview Register Handovers Requests Maintenance Audits Finance Licences Reports Setup

My workspace { Issued to employees Any store v

= Myrequests
KL Demo USB headset 8 0 e 50
Chennaibranch store - Headsets (pooled)- Pooled ) > WITH STAY
D i st E ) ONHAND  WITH STAFF
D Myprotie AA‘bat\erées(packoM) ) 120 & 5 o
fyderabad IT store - Batteries (consumable) - Consumable ONHAND
>\ Family & bank
Demo USB headset 19 l e s 0
Hyderabad IT store - Headsets (pooled) - Pooled ONHAND WITH STAFF

) My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2. Mvassets
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04 Issuing assets to employees

Issuing hands an asset to an employee. The employee then confirms they have it, which makes them
accountable forit.

m Issue an asset

Issue from the asset page when you hand something overin person.

HOW TO DO IT
' Openan Available asset(scanit, orfinditintheregister).

. Select Issue .
(3) Choosethe Recipient .
. Tickthe Accessories handedover (forexample the chargerandbag).
(8) Add Notes if usefuland select  Issue .
GOOD TO KNOW

o |[ftheassetisreserved forsomeone, HR4ON tells you; issue it to that person orrelease the reservation first.
e Categoryrules apply, forexample one laptop per employee, or phones only for certain grades.

Issue AST-ALPHA-00009

LRecipiem +

Q  Searchname or employee number

Condition *

Good
Accessories handed over
Charger
Laptop bag

Notes Optional
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EX) Follow acknowledgement

Afteranissue the assetis Toacknowledge untilthe employee confirmsreceiptin My assets. They are reminded
every day untilthey do.
WHAT YOU SEE
e Toacknowledge :issued, waiting forthe employee.
e Returnsdeclared :the employee says they have handed something back.
¢ Intransit : moving between stores.
e Partialreturns :returned without some accessories.
HOW TO DO IT
1 Openthe Handovers tab.
2 Selectacounttabtoseeeachqueue.

3 Selectarowtoopentheasset.

r'ON Q Searchpages and features ctrl K & AlphaDemo @ @

H
“I§ Handovers © B

Approvals
Overview Register Requests Stock Maintenance Audits Finance Licences Reports Setup

= Myrequests
o3 z 1 « 0 ol s 1 More v
Allopen Toacknowledge Returns declared Intransit Partialreturns
B My attendance
) My profile Q Searchtag, name orreference @ Columns
Family & bank ASSET MOVEMENT FROM/TO WHEN DUE STATUS
P Myl history AST-ALPHA-00005  Transfer DEMO_MOV-00019 ;t)‘::’abadws'o‘e toChennalbranch ;) octa026  240ct2026 @ Inwansit ®
My leave
AST-ALPHA-00002  Issue DEMO-MOV-00014 Hyderabad T store to Aditya Gupta 210ct2026 240ct2026 & Toacknowledge @
My onboearding
AST-ALPHA-00012  ReturnDEMO-MOV-00021 Manish Yadav to Chennaibranch store 16 Oct2026 & Partial return @
My payslips
My documents 1-30f3 Rows 20 ¢ < | Pagel/1l | >

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

! Mvassets
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€X) What the employee sees

Employees see theirequipmentin Myassets . Abannerontheirhome page
asks them to acknowledge anything new. They can also report a problem, ask
to return something or request a new item. ey 8

HOW TO DO IT @

Demo ProBook 14 AST-ALPHA-00002
1, Theemployee opens My assets . e B O )

Oct 2026

With: Charger, Laptop bag

2 Theychecktheitemandaccessories andselect Acknowledge . _

3 If somethingiswrong, they select ReportProblem instead.

£ Inmy custody

GOOD TO KNOW
¢ |fanemployee disputes what they received, the asset shows as Disputed
n n Nothing assigned to you
Un‘tl| yOU reSO|Ve |t Equipment issued to you appears here.

(=)

£ Softwarelicences

Demo Office Suite

[E) Myrequests

(=)

Norequests
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€X) Transfer between stores
Move an asset to another store, for example from Hyderabad to Chennai. Itis Intransit until the receiving store
confirmsitarrived.

HOW TO DO IT

1, Opentheassetandchoose Moreactions ,then Transferto anotherstore .

2 Choosethe Destinationstore ,the Courier/docket and Expectedarrival ,and select Dispatch .

3 Attheotherend, thereceiving custodian opens Handovers , findsitunder Intransit and selects Receive ,

recordingthe Conditiononarrival .

/ (o] ] Q searchpage cer1 K @@ AlphaDemo @ @

H
“I Handovers © 8

Approvals
Overview Register Requests Stock Maintenance Audits Finance Licences Reports Setup

My workspace Discrepancies

= Myrequests
o3 z 1 5 0 o 1 a1 More v
Allopen Toacknowledge Returns declared In transit Partialreturns
}i My attendance

) My profile Q Searchtag, name or reference @ Columns
Family & bank ASSET MOVEMENT FROM /TO WHEN DUE STATUS

) Myjob history AST-ALPHA-00005  Transfer DEMO-MOV-00019  Hyderabad IT store to Chennai branch store 210ct2026  240ct2026 b Intransit @

Myleai= 1-1of1 Rows 20 ¢ <  Pagel/l >

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

@ Mybenefits

2 Mvassets
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05 Assetrequestsand onboarding

Employees ask for equipment from My assets, and onboarding asks fora new joiner’s kit automatically.
Approvedrequests come to you to fulfil.

@) Therequests queue

See every assetrequest with who it is for, what they need, why and by when.

WHAT YOU SEE

Open :waiting foryou.

Pending approval : with the employee’s manager.

Awaiting stock :approved, but nothing suitableisinstore.

Reserved :anassetis set aside forthe person.

Fulfilled :issued.

HOW TO DO IT

1

2

3

Openthe Requests tab.

Selectacount tab.

Use Requestactions onarowto Findanassettoissue , Fulfilfromstock or Release reservation .

GOOD TO KNOW
Requests from onboarding arrive on their own when a new joiner’s start date is confirmed, so the kit can be ready on
day one. Issuing the asset completes the onboarding task.

hoN

Home

Approvals

My workspace

= Myrequests

J My attendance

) My profile

% Family & bank

© Myjob history

My leave

7\ My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

AssetRequests ©

Overview  Register

o 1
Open

ctrl K

0

Pending approval

Q Searchemployee orreference

REQUEST

DEMO-ARQ-00002

1-1ofl
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EMPLOYEE

Divya Pillai (ALPOOO1

6)

ol
Awaiting stock

CATEGORY

Headsets (pooled)

Audits Finance

0

@
Reserved

REASON

Customercalls

Licences

NEEDED BY

Reports

Fulfilled

RESERVED

Rows

@& Alpha Demo Q @

=] + New Request

Setup

More

STATUS

© Approved

20

<

[ Columns

Pagel/1

b3
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Raise arequest for someone

Raise arequest on behalf of an employee, for example when a manager phones you.

HOW TO DO IT
‘ Select New Request .

. Choose the employee under Foremployee ,the categoryand Model ,the Quantity and Neededby
date.

. Entera Businessreason andselect Submit .

GOOD TO KNOW
e Therequest goestothe employee’s manager forapproval before you can fulfilit.

New assetrequest
Foremployee *
Q  Searchname or employee number
Category*
Choose a category
Model Optional Quantity

Anymodel v 1

(Business reason*

Neededby Optional

dd-mm-yyyy

Cancel

HR4ON - Asset Custodian Guide - 2 November 2026 Page 20 of 38



06 Returns

Assets come back when someone changesrole, swaps a device or leaves. Always check the
accessories and condition.

m Receive areturn

Record the returnwhen the employee hands an asset back.

HOW TO DO IT
(1) Opentheasset(scanit)and select ReceiveReturn .

(2) Choosewhereitwas Receivedat .

. Recordthe Conditiononinspection andtickthe Accessoriesreturned .

. Choosethe Outcome : Available forissue , Quarantine (inspect/repair) or Disputed condition .
. Select RecordReturn .

GOOD TO KNOW
e |[faccessories are missing, thereturnisrecorded as a partial return. The missing items stay open as a discrepancy
against the employee until they are recovered or a decisionis made.

Receivereturn of AST-ALPHA-00001
From Priya Sharma

(Receivedat*

Hyderabad [T store - North Branch

Condition oninspection *

Good

Accessories returned

Charger

Laptop bag

(Outcome i

Available forissue

Inspected now
Off: the asset is held in quarantine until someone inspects it

Notes Optional

4

Cancel Record Return
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X) Partial returns and discrepancies
Alaptop that comes back without its chargeris a partial return. Resolve it when the charger turns up, or when the
employee pays forit.
HOW TO DO IT
1, Open Handovers andselect Partialreturns , orthe Discrepancies tab.
2 Openthediscrepancy.

3 Select Resolve andtick Item physically recovered (restoresitto the kit) if it came back, orselect
Raise Incident to startalosscase.

l (o] ] Q searct cer1 K @& Alpha Demo @ @
Home DEMO PROBOOK 14 - ALPHA DEMO
Approvals < AST-ALPHA-00Q12 ©Available Accessorymissing e & R
Overview Handovers Requests Stock Maintenance Audits  Finance Licences Reports Setup
My workspace
a 6 open discrepancy )
My requests Charger of AST-ALPHA-00012 not returned (DEMO-MOV-00021).

}i Myattendance
HoLDeErR Chennaibranchstore cartecory Laptops-DemoProBook14  seria DEMO-LAPTOP-1012 cownpimion Goed sTore Chennaibranchstore

My profile OWNERSHIP Owned  WARRANTY END 22 Sept2026 NETBOOK VALUE 23,900.00

Family & bank
Custody 3 Service 0 Financial ~ Documents 0 Details %2 Label ©
My job history
Of=gd0)]

My leave

My onboarding £ Partialretum

My payslips
My documents E -

Chennai branch store to Manish Yadav © Acknowledged
TR popta |”H||||||VI | || | | l"l’"‘m
Documents & pay i = =

t - New to Chennai branch store ® Completed AST-ALPHA-00012
My performance e R

Demo opening/receipt & Kit
My timesheet
My benefits Charger Missing
Laptopbag Withasset

2 Mvassets

An assetreturned without its charger: the kit shows the charger as missing.
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07 Repairs and maintenance

Track faulty equipment through repair, and plan preventive servicing so nothing lapses.

Send an asset for repair or service

HOW TO DO IT

‘ Openthe asset and choose More actions ,then Maintenance orrepair .

. Choose the Type (repair, warranty or preventive), describe the Problem/service ,choose the Vendor
andwhatitis Coveredby (warranty, AMC orpaid).

. Setthe Duedate andselect Schedule ,ortick Startnow ifitis goingtoday.

GOOD TO KNOW
¢ |fthe employee needs a device while theirsis away, use Issue aloaner onthe maintenance order.

Maintenance for AST-ALPHA-00009

Type* Covered by *

Warranty v ‘Warranty

(Pro blem / service *

Vendor Optional Due date

02-11-2026

Start now
Repairs take the asset out of service; a holder's custody ends

untilitis reissued
Cancel
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Follow maintenance orders

The maintenance list shows every open orderand whereiitis.

WHAT YOU SEE

e Scheduled :planned.

e Atvendor :withtherepairer, withthe Vendorticket/RMA .

e Overdue :pastitsdue date.

e Completed :backand serviceable (ornot).

HOW TO DO IT

1 Openthe Maintenance tab.

2 Use Orderactions onarow: Start , Dispatchtovendor , Receivefromvendor , Complete or Cancel .

3) Whenitcomesback, recordthe Condition andwhetheritis Serviceable .

hoN Q Searchpages and features ctrl K @ Alpha Demo Q @

o Maintenance © =]

Approvals
Overview Register Handovers Requests Stock Audits Finance Licences Reports Setup

g 1 ol 1 More v
Duein30days Scheduled Atvendor

My workspace

= Myrequests

[ Columns
i My attendance
ASSET ORDER PROBLEM / SERVICE VENDOR COVEREDBY  DUE STATUS
) My profile
DEMO-MNT-00002 -
5 Family & bank AST-ALPHA-00030 PraiariE 6-monthly service DemoFleet Leasing AMC 310ct2026 & Overdue
My job history DEMO-MNT-00001 Keyboard not Demo Service Centre - DEMO-
AST-ALPHA-00006 v Warranty 17 Oct 2026 @ Atvendor
Warranty responding RMA-4411
My leave
1-20f2 Rows | 20 ¢ < |'Pagel/l | >

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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08 Physical audits

Aphysical audit checks that what HR4ON says isin a store, or with people, isreally there.

m Start an audit

HOWTO DO IT

1 Openthe Audits tabandselect New Audit .

2 Entera Name ,choosethe Company andthe Scope (a Store or Branch ).

3 Select Take Snapshot . HR4ONrecords what it expects to find at that moment.

"ON Q Searchpagesand fe
Home = “
Physical Audits ©
Approvals
Overview Register
My workspace o Inprogress
bl Q Searchaudits

¥ My attendance
AUDIT

P Hyprotle DEMO-AUD-00001

Family & bank
1-lofl

My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

& Mybenefits

2 Mvasse
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Handovers Requests
Reconciled Closed
NAME

Chennai quarterly count (Demo)

ctr1 K

Stoek

Maintenance @ Finance Licences

SCOPE

Chennaibranch store

SNAPSHOT

220ct2026,7:44pm

@& AlphaDemo Q @

é

Reports Setup
VERIFIED MISSING
0/10 Q

Rows | 20

[ Columns

STATUS

@ InProgress

< | Pagel/l | >
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m Scan andreconcile

Walk the store and scan each asset. HR4ON compares what you find with the snapshot.

WHAT YOU SEE

Expected :inthe snapshot.

Verified : scanned where expected.

Wrong place : found somewhere else.

Moved after snapshot :legitimately movedsince.
Missing : not found.

Unexpected scans : found but not expected here.

HOWTO DO IT

1

2

Openthe audit.

Under Scan ,scanortypethe Assetcode ,choosewhereitwas Observedat (store) andits condition, and
select Find .

Whenyou have finished, select Reconcile , give an explanation for each difference and Resolve it.

Select Close Audit .

TIP

e Scanwith aphone as youwalk round; the list updates as you go.

l (o]} Q Searchpages and feature

ctr1 K @@ AlphaDemo @ e

Home DEMO-AUD-00001- CHENNAI BRANCH STORE

Approvals < Chennaiquarterly count (Demo) © inProgress =)

Overview  Register ~ Handovers ~ Requests  Stock  Maintenance @ Finance  Licences  Reports  Setup

My workspace
SNAPSHOT 220ct2026,7:44pm  expecTep 10 UNEXPECTED SCANS O
JZ Myrequests

i Myattendance = Scan ®
My profile
= Scanortypeanasset tag I Chennaibranchstore- St Conditionasrecor

Family & bank
g 10 = 10 e 0 B o a9 e 0
Expected Not scanned Verified sn‘:;h:([er Wrong place Missing

£ Myjob history

My leave

7\ My onboarding

AST-ALPHA-00010 - Demo AirBook 13 @ Not scanned
Vs Expected: IshitaBose
AST-ALPHA-00011 - Demo ProBook 14 ® Not scanned
My documents Expected: Karthik Subramanian
Py Shitte 8 Holidays AST-ALPHA-00012 - Demo ProBock 14 Sl
Expected: Chennaibranch store
Documents & pay
AST-ALPHA-00017 - Demo View 27" monitor ® Notscanned
My performance Expected: Chennaibranch store
My timesheet AST-ALPHA-00018 - Demo View 27" monitor O Not scanned
Expected: Chennaibranch store
My by fit:
it AST-ALPHA-00026 - Demo Ergo chair © Notscanned
Expected: Chennaibranch store
2. Mvas:

AST-ALPHA-00027 - Demo Ergo chair (@ Notscanned

Expected: Chenr
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ON YOUR PHONE

The same screen on aphone. Menus collapse into the bottom barand Chimaad et T
< count(Demo) &  Reconcile
the .- button.

© InProgress

SNAPSHOT 220ct2026,7:44pm  EXPECTED 10

UNEXPECTED SCANS O

& Scan ortype an asset tag
Chennai branch store - South Branch

Condition asrecorded

< 10 - 10 © 0
~ Expected Not scanned Verified

AST-ALPHA-00010 - Demo AirBook 13

ita Bose

(® Notscanned

AST-ALPHA-00011 - Demo ProBook 14

ed: Karthik Subramanian
(® Notscanned
AST-ALPHA-00012 - Demo ProBook 14
cted: Chennai branch store

(® Notscanned

Home Attendance
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09 Exitrecovery and clearance

When someone leaves, HR4ON adds a Returncompany assets task to their exit clearance and assignsit
to you. Theirexit cannot be completed until it is done.
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m Your exit clearance tasks

See every leaver who still holds company assets, with the due date and any unresolved amount.

WHAT YOU SEE
e Open :stilltodo.
e Overdue :pastthe due date (usually the last working day).

e Disputed :theleaverdisagrees, forexample about a charge.

e Done :cleared.
HOW TO DO IT

1. Open ExitClearance inthe People menu.
2 Choose Mine toseeonlyyourtasks.

3 Selectatasktoopentheleaver'scase.

Z ON Q  Searchpages and features ctrl k

Home

Approvals

My workspace
Q Searchtask, leaver or reference
J= Myrequests

Task LEAVER Department
i My attendance
Returncompany assets Manish Yadav SEP-2026-00003
) My profile
Returncompany assets Zara Khan SEP-2026-00002
3 Family & bank
1-20f2

© My job history

My leave

My onboarding

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

@ Mybenefits

2 Mvassets
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@ 0 [0) 1
Overdue Disputed

Assets - Assets: Farhan Ali

Assets - Assets: Farhan Ali

0

Done

Due

27 Oct 2026

11Nov 2026

&b AlphaDemo @ @

" =

More v

M Columns

UNRESOLVED  State

21,500.00 © Disputed

{) Open

s 20 T <  Pagel/l >
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ON YOUR PHONE

The same screen on aphone. Menus collapse into the bottom barand
the .- button. @ 0

Overdue Disputed
Q Searchtask, leaver or reference

Return company assets © Disputed
Manish Yadav SEP-2026-

Department Assets - Assets: Farhan Al

Due 27 0ct2026 Unresolved 1,500.00

Return company assets
ZaraKhan SEP-2026-00002
Department Assets - Assets: Farhan Ali
Due 11 Nov2026

1-20f2 < Pagel/l >

@ m &

Home Attendance Approvals
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Clear the assets task

Check the leaver’s holdings, receive everything back, and then complete the task.

HOW TO DO IT

1 Opentheleaver'scase andthe Clearance tab.

2 Receive eachasset back as describedinthe Returns chapter.

3 When everythingis back, complete your task with an evidence note.

4 |f somethingisnotreturned, record the loss (see the next section). Use Taskactions to Record Dispute |,
Waive , Escalate or Reassignor Change Due Date .

GOOD TO KNOW

¢ Anyunresolved amount goesinto the leaver’s final settlement once arecovery is approved.

'hoN Q Searchpagesa

Home SEP-2026-00002 - ALPHA DEMO

Approvals < ZaraKhan © onnotice

My workspace

tvpe Contract end, Fixed term ended
My requests

access cLoses 11Nov 2026, 7:00 pm

Ctrl K

Onnotice until 11Nov 2026; clearance 14% done

roLE Intern, Technology  suemiTTeD 12 Oct2026

CcOORDINATOR ArjunKapoor mMaNAGER Priya Sharma

i My attendance

My profile
® i 8

Famiy & bank @ Clearance Checklist ©
My job history Knowledge and work handover

Manager: Priya Sharma - Internship project not Jedtothe
My leave

Return company assets

Assets: Farhan Ali -1 assetitem outstanding, O open discrepancies in Assets. Not deducted from pay.
My onboarding

Revoke systemand integration access
My payslips IT: Sanjay Verma - Scheduled for 11 Nov 2026 13.30 UTC (Planned)

My documents Settle expense advances and claims
Finance: Vikram Shah - No outstanding travel advance.

My Shifts & Holidays
Loan and advance balances

Documents & pay

My performance HR: ArjunKapoor

My timesheet Exitinterview
HR: ArjunKapoor - Exitinterview pending.

My benefits

2 Mvassets
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Payroll: Sneha Reddy - Noloan or advance balance

Return ID card and company documents

LAST WORKING DAY 11 Nov 2026

EMPLOYMENT Active

11Nov 2026

@@ AlphaDemo Q @

Bl<|IBfj#

CLEARANCE &

{y Open

learance

14%
lof7
© Completed
© Complete

12Nov2026 < Open
11Nov2026  { Open
11Nov2026 {3 Open
11Nov2026 {3 Open
10Nov2026  : Open
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A disputed clearance

Here aleaverreturned alaptop without its charger, and the recovery amountis disputed. The task stays
Disputed untilHR and finance decide.

N ctrl K & Alpha Demo Q @
Home SEP-2026-00003 - ALPHA DEMO
Approvals < ManishYaday & &xed e < $o-
£\ The final settlementis not paid. = Completion
My workspace
TvpE Resignation, Relocation roLe Operations Executive, Operations  suemiTTeED 02Sept2026  LASTWORKING DAY 27 Oct2026  CLEARANCE wm 28%

My requests
ACCESS CLOSES 27 Oct2026.7:00pm  seTTLEMENT DUE Deadline not configured cooRrDINATOR Arjun Kapoor MANAGER Rohanlyer EmMPLOYMENT Separated

My attendance
Datesand Notice 1 Clearance > Completion History

My profile
(] i 0
Farnily & bank [ Clearance Checklist © 20f7
My job history Knowledge and work handover 250ct 2026 (overdue) {3 Open
Manager: Rohanlyer

My leave

tanding, 1 open discrepancyin Assets. Not deducted from pay. - Laptop charger not retured: 270c¢t2026 © Complete

store (Demo). - unresolved 21,500.00

My onboarding

My payslips
voked, I grante i i Veaad st v i o7 ® Completed
My documents
5 Settle expense advances and claims
My Shifts & Holidays Finance: Vikram Shah - No outstanding travel acvance Z/{octeuae bvsndus)
DoctaisntsA pay, Loan and advance balances 270ct 2026 (overdue) {3 Open
Payroll: Sneha Reddy - No loan or advance balance.
My performance
Return ID card and company documents 27 Oct 2026 (overdue)
My timesheet HR: AfjunKapoor

My benefits © Completed

Mv assets
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10 Loss, damage and recovery claims

When an assetis lost, damaged or stolen, record it straight away. Finance and HR then decide whether
torecoverthe cost from the employee.

Reportloss or damage
HOW TO DO IT
. Openthe assetand choose Moreactions ,then Reportloss ordamage .
‘ Choosethe Type : Damage , Loss or Theft .
. Enterwhenit Occurredon ,the Conditionnow and Whathappened .
‘ Select Record .

GOOD TO KNOW

e The employeeis asked for their side before any recovery is proposed.
e Lostorstolenphonesandlaptops must also be reported to IT so they can be locked or wiped.

Report loss or damage: AST-ALPHA-00001

Areportis never asalary deduction. Any recovery needs
assessment, the employee's response and independent finance
approval

Type* Occurredon*

Damage ~ 02-11-2026

Condition now *

Damaged

@vhat happened *

Linked to the current holder, Priya Sharma. They can respond from My

assets.
Sene m
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Recovery claims

Loss and damage cases are assessed onthe Finance page.Arecoveryisproposed against the asset’s value
and sent forapproval.

WHAT YOU SEE
e Assess :decidethe amount, withthe Assessmentbasis .

e Sendrecovery forapproval :the recovery goesto anapprover; once approved it can be taken through payroll
orthe final settlement.

e Waive or Close withoutrecovery whenno chargeis fair.

HOW TO DO IT
1 Openthe Finance tabandselect Lossanddamage .

2 Openthecaseanduseitsactions.

GOOD TO KNOW
e Arecovery cannot be more than the cap set by your organisation (a percentage of book value).

hON O Sarctipages afd testuras cer K @ AphaDemo @ @

Home

AssetFinance © =]
i Approvals
Overview Register Handovers Requests Stock Maintenance Audits Licences Reports Setup

My workspace Depreciation ~ Disposals [ Loss and damage ]

= Myrequests
& Adamage report is never a salary deduction. Assess, hear the employee, and send any recovery for independent finance approval

i My attendance
@ Recovery approved Waived Closed
) My profile
Family & bank Q Searchtagorreference [ Columns
) My job history INCIDENT ASSET TYPE EMPLOYEE ASSESSED RECOVERY STATUS
My leave DEMO-INC-00001 AST-ALPHA-00021 - Demo Phone X Damage on14 Oct 2026 Rohanlyer 36,500.00 23,000.00 @ Assessed

My onboarding
1-1lofl Rows 20 ¢ < | Pagel/l | >

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets
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EX) Retire and dispose

At the end of its life an assetis retired. Laptops and phones need a data wipe certificate before disposal.

HOW TO DO IT

1. Opentheasset,choose Moreactions ,then Retire/dispose .

2 Choose the method and give the reason, thenselect RequestDisposal .

3 Whenitisdone, the disposalis completed onthe Finance pageunder Disposals ,with Record datawipe

and Upload wipe certificate where needed.

Z ON Q Searchpages and features

Home

AssetFinance ©
i Approvals

)i My attendance
Q Searchtagorreference
) My profile
Family & bank
) My job history
1-1ofl
My leave
My onboarding
My payslips
My documents
My Shifts & Holidays
Documents & pay
My performance

My timesheet

& Mybenefits

2 Mvassets
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Overview Register Handovers

My wqugpgce DBDY&C\A[IDI’\ [] Loss and damage
P Mymeouents Open ( Completed ) Rejected  Withdrawn

ASSET DISPOSAL

AST-ALPHA-00019 DEMO-DSP-00001-Recycle Panel failure beyond economic repair

@& Alpha Demo Q @

=

Audits Licences Reports Setup

D Columns

BOOKVALUE  PROCEEDS  DATA WIPE STATUS

20.00 2500.00 Notneeded @ Completed

Rows 20 & < Pagel/l >
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11 Reports

Assetreports answer the common questions: what is where, who holds what, what is ageing or expiring,
and what is still owed by leavers.

@) Runanassetreport

WHAT YOU SEE

Stock by status and location

Register and custody as of a date

Assets by custodian

Asset ageing

Warranty, AMC, lease and licence expiry

Audit discrepancies and unresolved returns

Cost, depreciation and disposal reconciliation

Employee clearance and approved recovery

HOW TO DO IT

1

2

Openthe Reports tab.

Choose areport on the left.

Choosethe Company and,where offered, the Asofdate or Window .

Select Download Excel or Download CSV ,oruse Print foraPDF.

ToN

Home

Approvals

My workspace

= Myrequests

@ Myattendance

) My profile
Family & bank
My job history
My leave

7 My onboarding
My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

2 Mvassets

ctrl K @@ AlphaDemo @ @

Q Searchpage:

AssetReports ©

Overview Register Handovers Requests Stock Maintenance Audits Finance Licences Setup

[ Stockbystatu;andlocation Register and custody as of a date Assets by custodian Asset  Allcompanies ~ e < B B

Showing Current status: in-transit assets are counted once against the dispatching store. Generated 02 Nov 2026, 6:27 pm.

Intransit Pooled stock units
Assets Available 1 Inrepair 147
L 29 La 13 i Unavailableatboth Lt 1 L Quantity, not asset
tore count
STORE / LOCATION AVAILABLE ~ RESERVED  PENDING ACKNOWLEDGEMENT ~ ASSIGNED  INTRANSIT  INMAINTENANCE ~ QUARANTINED  DISPUTED  MISSING  PE
Chennai branch store 7 0 0 3 0 0 0 o] 0
Hyderabad T store 6 W] 1 9 1 1 1 o] 0
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Software licences

Track software seats like assets: who has one, how many are free and when the contract renews.

HOW TO DO IT
1 Openthe Licences tab.

2 Openalicenceto Assign aseattoanemployeeordevice, or Reclaimseat

3 Use Renew/Change Seats atrenewaltime.

hON Q searct

ctr1 K @@ AlphaDemo @ @

Ho Software Licences © )

Approvals
Overview Register Handovers Requests Stock Maintenance Audits Finance @ Reports Setup

My workspace V) B : | c) 1 ) 0
Active Renewalin 60 days Fully allocated ~ Expired

My requests

Q Search product orvendor I Columns
My attendance

PRODUCT VENDOR LICENSED PER SEATS USED RENEWAL STATUS
My profile

< Demo Design Studio Demo Software Co User 3/3 26 Nov 2026 A Fully Allocated
Family & bank —_—
Myjob history Demo Endpoint Protection Demo Software Co Device 449 22Feb 2027 © Active
My leave Demo Office Suite Demo Software Co User 7/25 22May 2027 @ Active
M boardit
ly onboarding 13013 Rows 20 & < Pagel/l >

My payslips

My documents

My Shifts & Holidays

Documents & pay

My performance

My timesheet

My benefits

Mv assets

ollapse
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A Words used in this guide

Acknowledgement
The employee’s confirmation that they received an asset and its accessories.

Asset tag
The unique number on an asset’s label, such as AST-ALPHA-OOOQOQT.

Custodian
The person accountable foran asset orastore.

Discrepancy

Adifference between what should be there and what is, such as a missing charger.

Exit clearance
The tasks that must be finished before aleaver’s exitis complete.

In transit
Dispatched from one store and not yet received at the other.

Kit
The accessories that belong with an asset, such as achargerand bag.

Net book value
What the assetis worth onthe books after depreciation.

Partial return
Areturn where some accessories did not come back.

Pooled stock
ltems tracked by quantity rather than one by one, such as headsets.

Quarantined
Held back fromissue untilitisinspected orrepaired.

Recovery
An approved amount the employee pays towards a lost ordamaged asset.

Snapshot
The list of assets an audit expects to find, captured when the audit starts.
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